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— Electronic FML tracking

* Only available to agencies utilizing
PeopleSoft ® Time and Labor

e Leave balances will only be as
accurate as the data recorded in
PeopleSoft ® Time and Labor




Recording FML Leave
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‘B Goto website  WWWw.INn.gov/spd/instep

Sign in using

your ’ N State Employee Portal
PeopleSoft ®
User ID and
Password: N\ User
Password:

State of Indiana Information

Time and Lahor Help
FeopleSoft e-Learning Tutorials

Report an Issue




Recording FML Leave

Family Medical Leave

“B Click Human
Resources _
Favaorites [Main Menu
|State of Indiana People Soft =]

Human Resources
Access 30/ Human Rezources Management System
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Recording FML Leave

Family Medical Leave Authorized Leave Without Pay - 4
Cammunity Service - C3Y
Zommute Charges 5t Veh. - C3
Funeral Leave - FUMNRL
zovenaor Bonus - G7

* Time Reporting Codes in Holiday HOL
PeopleSoft® Time and Labor h?ﬂ'ﬁ...-"fg';ﬂ'f[ﬁ'ﬁj"'L""""F'
— Choose the type of leave (e.g., comp e eaie Ungais-HILP
time, sick, vacation, personal, or Jtner Paig Leave OL
unpaid leaves) Regular Work Hours - REG

Special Sick Leave - 3510
LInauthorized Leave Without Pay
Yacation - VAC

Yoluntary Unpaid Leave - VILIL
Warlker Compensation - WC

Mon Tue Wed Thu Fri Sat Total
Kl L TMT M3 M9 720 i Hours

7.50 7.50 7.50 7.50 7.50 [ - |

Time Reporting Code
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— Then scroll to right-hand side and identify the number of the

applicable FML request running concurrently with that leave.

* Approvals granted using the electronic process will have
numbers assigned; they will appear on the notices you receive

. . Business HR _
Time Reporting Code Taskgroup Unit Department - 03 Serious HC-SP-Pregnancy
- 04 Serious HC-SP-Other
SICK - Sick Time | 00070 Q  [00070 |} Q - 02 Serious HC-EE-Other

- 02 Serious HC-EE-Other
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 Employees are responsible to
— Use appropriate leave codes
 FML Code must correspond with FML request #
— Monitor FML usage

* Electronic monitoring is only as accurate as is the
recording of usage in PeopleSoft® Time and Labor

* An MSExcel spreadsheet that will calculate hours used
is available at http://www.in.gov/spd/2397.htm.



http://www.in.gov/spd/2397.htm

Supervisor
Responsibilities
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* Supervisors are responsible to

— Ensure employee has recorded FML usage on the
Timesheet and used the appropriate leave codes

 FML Code must correspond with FML request #
— Contact HR for guidance in taking appropriate actions

» at the end of leave to get appropriate release to
return to work, of if release contains restrictions, or
if employee fails to return to work as expected, or

* to provide information about alleged misuse of
leave.
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Family Medical Leave

Job Aids
— Recording FML leave in PeopleSoft®

Website: http://www.in.gov/spd/2397.htm

FML Call Center: 317-234-7955
855.SPD.INHR (855-773-4647)

:§
=
Y



http://www.in.gov/spd/2397.htm

Questions

(7

FML Call Center: 317-234-7955
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